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1. CITYWIDE INVENTORY MANAGEMENT POLICY 


Section 823 of The New York City Charter charges the Department of Citywide Administrative Services (“DCAS”) 
with responsibility for the procurement and disposal of items and other personal property for “any city agency”. 
This Section requires that DCAS oversee the establishment of efficient and economical systems of stores control in 
other city agencies and review the operations of such store houses to assure their efficient and economical 
management. 


To fulfill this requirement, DCAS has established this Citywide Inventory Management Policy (“CIM”) which 
outlines the minimum requirements for inventory management and controls and sets forth the framework to 
develop their own internal inventory management and control standards, including the establishment of 
reporting requirements and identifying an Agency Inventory Management Representative (“AIMR”), consistent 
with this CIM. The agencies’ standards must be consistent with DCAS’ directives and meet or exceed DCAS’ 
standards set forth in this CIM. 


This policy defines “Inventory” as property held in an agency’s physical possession intended for operational use, 
lease or sale by the Agency (regardless of funding source — City, State, Federal Government, private or donated). 
Refer to Section 1.2 of this CIM. 


All agencies must establish their own written inventory management and control procedures that adhere to the 
standards and best practices outlined herein and submit these documents to DCAS for review by the effective 
date. DCAS shall also review Agency written inventory policy to compare against the CIM. While this CIM outlines 
the minimum requirements for inventory management, agencies should when needed, go beyond what is 
outlined in this document to address their unique operation circumstances. 


1.1 EFFECTIVE DATE 


Each Agency shall have an inventory policy that addresses the subject matter and functional areas outlined in 
this policy no later than July 1°, 2019. 


1.2. DEFINITIONS 
Definitions of key terms and concepts used in this policy are provided below. 


e “Agency Inventory Management Representative”: This shall mean the representative identified by an 
agency to coordinate the agency’s inventory policy submission to DCAS. This individual can be 
someone whose current job functions include inventory policy and operating procedures. See 
Section 1.4.2 


e “Best Practices”: This shall mean guidelines, practices, and ideas that represent the most efficient and/or 
prudent course of action. Best Practices are often set forth by a recognized authority on the subject, such 
as a governing body or an industry leader. 


e “Citywide Agency Inventory Management Representative meetings”: This shall mean meetings 
scheduled and organized by DCAS OCP to update agencies on any policy changes, best practices and 
answer any questions concerning inventory management. These are to be attended by Agency 
Inventory Management Representatives and other personnel designated by Agency leadership. 


e §© “Corrective Action Plan (CAP)”: This shall mean a step by step outline of actions. Including dates and 
timeframes, developed to achieve targeted outcomes for resolution of identified shortcomings. This is 
triggered by an identified discrepancy or variance, as identified by each Agency in their Self Evaluation 
(defined later). CAPs will be reviewed by DCAS, who will request supporting documentation and status on 
follow up actions. 
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e §=©- “Claims Against Stock”: This shall mean the amount of Inventory requested on a completed and 
authorized request that has not, as yet, been released. 


e “Controls”: This shall mean measures and processes set by each individual Agency to ensure inventory 
is secure and accounted for. 


e §6“Cost-benefit Analysis”: This shall mean a calculation that determines the most efficient storage, 
distribution, security and valuation methods for inventory items. 
° “Electronic Record”: This shall mean a document, form, report or ledger that contains information 
pertaining to inventory transactions or tracking. 
e “End-User”: This shall mean the recipient (individual staff, or department) who uses, orders, or 
otherwise interacts with a particular item. 


e “End-User Location”: This shall mean the office, building or site where the unit of Inventory is used in 
the course of operations, as opposed to locations that are responsible for hosting other stages of the 
Inventory item’s procurement, storage, and distribution operations. 


e §=“Inventory”: This shall mean the property held in an Agency’s physical possession intended for 
operational use, lease or sale by the agency. 


e “Inventory Control”: The management and coordination of the procurement, storage, distribution, and 
tracking of items to maintain quantities sufficient for operational needs, while avoiding excessive 
oversupply or loss. 


e “Inventory Control Unit”: Agencies must have an operational Inventory Control Unit that must oversee 
centralized systems related to the Inventory Lifecycle. Specifically, this unit must: 


e = Verify and authorize orders of items prior to release; 


e Maintain and update a complete set of documents related to the workflow of 
an item from receiving through delivery to end user unit; 


e Maintain complete records on inventory levels which should be reconciled 
periodically with perpetual and physical inventory records; and 


e Maintain data points for managing Inventory Lifecycle to identify patterns and 
thresholds for escalation or investigation. (See Section 2.1.5). 


e “Inventory Lifecycle”: All stages of inventory control and operating functions, including: 


e Ordering/Procurement; 

e ~= Receiving; 

e Storage; 

e —_— Distribution; 

e = Transfer; 

e Inventory Control Unit; and 
e = Relinquishment 


e “Inventory Management”: The policies and procedures that govern how an Agency tracks, reports 
and safeguards inventory. 


e “Item (s)”: This shall mean an individual article or unit in an Agency’s inventory. 


e “Lead Time”: This shall mean the amount of time between the placement of an accurately prepared and 
acceptable Purchase Order to the time the Inventory is received at the facility and available for use. 


e =. “Of fice of Surplus Activities” or “DCAS OSA”: A DCAS unit responsible for the timely and proper 
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disposition of surplus City assets relinquished from the various Mayoral and other City Agencies (Non- 


Mayoral). 


e Physical Inventory: This shall mean the process by which an organization conducts a manual count of all 


inventory holdings. 


e Purchase Order: This shall mean the written confirmation of an order. 


e ~— Receiving Report: This shall mean a form that is generated by each Agency upon the delivery of an item to be 


recorded as inventory. 


e Reorder Amount: This shall mean the quantity of an item that should be (customarily) ordered when 


requisitions are placed. 


e = Reorder Point: This shall mean a quantity of a stored good that, when reached, indicates that it is time to 


reorder the item to maintain the Safety Stock Level. 


e ~=Return Merchandise Authorization (RMA): When a vendor issues a return authorization to the customer 


for either a refund or replacement. 


e Reverse Logistics: This shall mean a process in which damaged, surplus, or erroneously sent items, are 


returned to the supplier for refund or replacement. 


e = Safety Stock Level: This shall mean a minimum amount of an item that must be on hand to adequately 


respond to user needs. When determining minimum amount, the lead time between the date the order is 


placed must take into account delivery date. 


e = Salvage Officer: A staff member appointed by each Agency to monitor salvage operations and liaise with 


DCAS OSA. 


e = Shelf Life: This shall mean the length of time an item remains usable, fit for consumption or fit for 


sale, oftentimes as indicated by the expiration dates on theitem. 


e = Stores: This shall mean areas that hold inventory supply. 


e Storehouse: This shall mean an area in which inventory is held in bulk and distributed to end users across 


multiple locations or Agencies, or an area in which end users store items for later use. 


e Supply Closet: This shall mean an area dedicated to the storage of office supplies and other desk items. 
e Vulnerable Asset: This shall mean an item that is particularly susceptible to theft, loss or misuse due to its 


nature, portability, and/or high resale value. Examples of Vulnerable Assets include cell phones, tablets and 


laptop computers, office equipment, cameras, motor vehicles, weapons, ammunition, and controlled 


substances. 


1.3 APPLICABLE DIRECTIVES, POLICIES AND GUIDELINES 


This policy must be used in conjunction with applicable standards, directives, and any other City policy 


governing inventory, as well as additional state and federal requirements as may be applicable including, but 


not limited to: 


e New York City Comptroller Directive 1 Principles of Internal Control 

e New York City Comptroller Directive 24 Agency Purchasing Procedures and Control 
e New York City Comptroller Directive 30 Capital Assets 

e New York City Procurement Policy Board Rules 


e New York City Department of Information Technology and Telecommunications “Operational Handbook 


for Asset Management” [To be linked later] 
e The DCAS Office of Surplus Activities Relinquishment Policies 
e =The New York City Charter 
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1.4. CITYWIDE INVENTORY MANAGEMENT REQUIREMENTS 


1.4.1 Written Policy 


All Agencies must have written guidance for developing and maintaining controls over inventory. Each Agency’s 
standards can have multiple sections or sub-policies as needed for various units, divisions, or other Agency 
programs. These standards must include details for Agency personnel responsible for inventory functions in order 
to safeguard inventory from loss, misuse or theft, as well as to ensure that adequate and necessary supplies are 
on- hand. Agencies must develop controls that incorporate a clearly defined and documented process to record, 
categorize and monitor all inventory. 


As part of each agency’s written procedures, minimum cost/value threshold for what each Agency report as 
inventory, storage areas, receiving areas and distribution areas must be determined. This calculation will 
determine what is required for each agency to report in their inventory records, based on a cost-benefit analysis 
that incorporates the total value, usage and volume of items. The calculation and justification are made at the 
discretion of an individual agency. For example, an agency may determine that an aggregate of low-cost office 
supplies, held in a storage area or warehouse, warrants reporting, tracking and monitoring; whereas those 
individual items held within supply closets would not. Agencies must document the methodology used for 
determining the threshold and have it approved by executive-level staff responsible for overseeing inventory or 
purchasing functions. Once reviewed by executive-level staff, the Agency Inventory Management Representative 
will submit the documented methodology as part of the agency’s policy to DCAS for review. DCAS will review the 
documentation and advise agencies if there are any components that are missing or need further clarification. 


Written guidelines must also include procedures for the following operational areas: 

e Operational inventory levels and thresholds for reorder points and safety stock levels 
e Designation of an Agency Inventory Management Representative (see section 1.4.2) 
e §©Ordering and reordering guidelines and procedures 
e = Establishment of roles and responsibilities with respect to personnel involved in inventory functions 
e Procedures supporting inventory operating functions, including: 

o Receiving 

o Storage 

o Distribution 

o Relinquishment standards consistent with DCAS OSA policy 

o Establishment and operations of an Inventory Control Unit 
e = Electronic tracking of inventory (please refer to Section 1.4.3.) 
e Documentation standard 

o Retention schedule 


o Electronic document storage 
o Access to records 
e Procedures to conduct Agency annual physical inventory count 
e = External or independent audit procedures 
e Standards covering overall security to safeguard inventory 
e = Standards covering the declaration of vulnerable and high-value items requiring special storage or 
security 
e =Required reporting, including timeframes and subject matter to stakeholders and Agencies responsible 
for inventory control oversight 
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1.4.2. Agency Inventory Management Representative 

As noted in Article 1.2, each Agency must designate an Agency Inventory Management Representative to 
coordinate the Agency’s inventory policy submission to DCAS. The Agency Inventory Management Representative 
must: 


) Centrally collect all inventory related reports and analyze for patterns and operational efficiencies; 

e Ensure that the Agency’s internal written guidelines comply with this CIM; 

e = Work with the Agency Salvage Officer to identify and report obsolete and surplus inventory and 
ensure proper relinquishment (see DCAS Office of Surplus Activities Policies and Procedures, 
Section 1.3); and 

e = Attend annual Citywide Agency Inventory Management Representative meetings. scheduled by DCAS. 


1.4.3. Electronic Tracking and Management 
Agencies must maintain an electronic record which must include: 


e = All processes pertaining to inventory lifecycle; 

e = Records of inventory transactions; 

e Reports and reporting schedules; and 

e Anup-to-date electronic record of all inventory storage and operating locations and the 
items currently held at those locations. 


Barcode and/or the use of RFID is recommended in order to improve accuracy and efficiency. 

The shelf life of items should be tracked within the system. Warranty information should also be inputted into 
the Inventory Tracking System (“ITS”). At bare minimum, this must be tracked in Excel documents which are 
stored in one central location that is backed up. 


Item availability, receiving order status, shipping order status, and back order status are features that should be 
included within the system. Purchase order information should be accessible from within the ITS to verify 
receipt of ordered items. 


Comprehensive inventory records should contain the following details, as applicable, (1) critical items, (2) items 
of significant value which threshold shall be determined by each Agency and reviewed by DCAS and (3) any other 
items determined to be at risk of theft (as well as any other relevant information to assist in Inventory Control 
and Inventory Management): 

e = Name of item 

e = Item description 

e = Manufacturer 

e Model number 

e = Serial number 

e = Item number 

e Purchase Order number 


e Purchase Order date 

e Vendor 

e Warranty period (from/to) 

e §=Cost 

e Date received/date of entry 

e = Units requisitioned 

e Units added 

e = Units taken 

e = Balances on hand 

e = Identification number assigned (or barcode) 
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e ~—Location 


e Item condition (i.e. new, used- good, repairable, unrepairable) 
e Notes/comments 


All authorized changes to stock (additions or depletions) must contain corresponding (automated or 


manual) transaction records that identify the persons who authorize, move and record the data of inventory 
operations. 
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2. POLICIES AND PROCEDURES 


2.1 INVENTORY LIFECYCLE 


Inventory Lifecycle is defined as all stages of inventory control and operating functions, including: 


e Ordering/Procurement; 

e = Receiving; 

e §=© Storage; 

e Distribution; 

e = Transfer; 

e = Inventory Control Unit; and 
e ~—- Relinquishment. 


Agencies must maintain up-to-date inventory procedures and documentation. Documentation relating to all steps 
of the Inventory Lifecycle are to be uploaded and maintained in a central electronic location and organized to 
facilitate retrieval of the information. 


Further, Agencies must use consistent units of issue at all stages of Inventory Lifecycle across all documentation, 
for example tracking a box of pens vs a case of boxes of pens. 


To prevent fraud and error, there should be a separation of duties between those individuals handling inventory 
and those reporting on inventory where feasible. 


Agencies must develop training and guidance for inventory —related staff, in accordance with Agency procedures, 
to minimize errors, waste, and maintain established controls. 


Supervisors overseeing processes and procedures pertaining to inventory must ensure the proper processing of 
transactions by: 


° Communicating duties and responsibilities to staff; 

° Making observations to ensure the adequacy and consistency of work; 

° Reviewing staff work and decisions to verify compliance with the established policies and 
procedures; and 

° Reporting the results of oversight and monitoring to management. 


Ongoing, diligent supervision will reduce the opportunity for dishonest activity by detecting and reporting 
errors, deviations from requirements, and performance deficiencies. 


2.1.1 Ordering/Procurement: 


Agencies must document all ordering guidelines and procedures and adhere to applicable procurement 
guidelines and directives as outlined in section 1.3. 


Agencies should establish reasonable thresholds for inventory on hand for operational use to ensure economical 
and efficient operations. There must be no unnecessary stockpiling of items at the final location. To determine 
the reorder point and maintain product inventory thresholds, Agencies should consider the following indicators: 


e Safety stock levels; 
° Reorder amount; 
) Stock depletion rate and usage projections; 
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Ct) Historic, seasonal, and projected usage; 
° Lead Time; 


Ct) Claims against stock; 

e Total purchase price; 

e Funds available to cover the cost of the purchase; 
e Storage area available; 

e Expiration dates or shelf life; and 

e Warranties (if applicable). 


2.1.2 Receiving 


Agencies must designate and maintain a receiving area for the receipt and inspection of incoming inventory for 
each location that is storing items of inventory. This can be a loading dock, staging area or a specific entrance 
where deliveries are first received. Agencies must ensure the receipt of all documents and certifications required 
by the contract and specifications when receiving incoming inventory. Missing documents and certifications 
required by the contract and specifications must be obtained by the Agency before confirmation of receipt. If an 
inspection is mandated by the DCAS Bureau of Quality Assurance (“BQA”), the commodity is not to be distributed 
until a release authorization is issued by the BQA. Staff operating in the receiving area must be up-to-date on the 
agency’s current policies and procedures regarding receiving. 


Agencies’ receiving policies must cover the following: 
e ~=Receiving process; 
e = Receiving reports; 
e = Internal document storage; 
e = =§©Quality review; 
e = Reverse logistics in the event of inventory damage or deficiencies; 
e Storage location (if applicable); and 
e = Reporting requirements. 


Staff that operate in the receiving area must ensure compliance with the terms and conditions of the 
purchase order and prepare receiving reports. 


Receiving reports must be numbered sequentially to prevent possible misuse and track errors. The receiving 
reports must include all the fields listed below: 
fe) Vendor name 
Item(s) 
Purchase order number 
Quantity ordered 
Quantity delivered 
Unit price 
Deficiencies/issues 
Item description 
Delivery date 
Receiver’s name, signature, and phone number 
Delivery location 
Partial or complete delivery 
Receiving report number 
Contract number when needed 
Date prepared 
Agency 


(Os Os © mn © © ms © as © © © a © as © a © © © EO) 
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o  Accepted/Rejected 


Each Agency must perform a quality review in accordance with its own internal standards to ensure accurate and 
complete orders, as well as to ensure that issues with the delivery can be resolved. Delivery of shortages and/or 
damaged or otherwise deficient inventory must be tracked and resolved in a timely manner in accordance with 
the Agency’s internal reverse logistics policy. Incoming items must be inventoried expeditiously, ideally within the 
same day of delivery or the following business day. 


Agencies must maintain an up-to-date electronic record of incoming inventory as part of the ITS and must include 
the fields listed below: 

Receiving report number 

Vendor name 

Item(s) 

Brief description of the item(s) 

Purchase order number 

Date ordered 

Date purchased 

Date received 

Received by 

Quantity ordered 

Quantity delivered 

Unit price 

Item cost (where applicable) 
Deficiencies/issues 

Inventory destination (where applicable) 


00000dUCUOMOUCOUCOUCOUCOUUCOOUUCOUCOULCOlLCO 


Agencies must maintain a copy of the receiving report, purchase order and, if supplied, additional 
supporting documentation. The Agencies shall upload reports to an electronic location. 


Receiving report discrepancies should be examined periodically by staff outside the receiving area to 
identify inefficiencies and potential fraud or misuse. 


2.1.3 Storage 


Agencies must designate and maintain one or more storage areas for inventory within Agency possession. Agencies 
must designate all storage areas and provide proper security to safeguard stored inventory. Agencies must 
maintain records on inventory being held at each storage area. Items moved into a designated storage area must 
be reviewed against the corresponding task order, purchase order, receiving report, transfer order or other 
purchase documentation in a timely manner before they are accepted. Short or damaged items must be reported 
to the Inventory Control Unit and tracked until discrepancies are resolved. Agencies must have a documented 
policy outlining how inventory shall be organized within storage areas. Agencies shall maintain accurate and 
complete records of stored inventory in a shared electronic location. 


Agencies must conduct inspections of stored inventory performed no less than once every fiscal year to identify 
obsolete, damaged or deteriorated items. Obsolete items must be identified for salvage and relinquished in 
accordance with DCAS OSA policy (see section 2.1.6). Inventory damaged in storage must be examined for cause of 
damage and disposed of. The cause must be documented and addressed. 


Agencies must have formal quality control procedures for each item stored as 
inventory. Procedures should consider and include: 
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e = Inspection schedule; 
e = Item lifecycle; 

e = Expiration date; 

e = Salvage value; 


e Condition of item(s); and 


e Storage area. 


Agencies must have protocols to conduct an annual physical inventory count in and of storage areas in 
accordance with the Comptroller’s required Fiscal Year End Closing Instructions. 


Agencies must maintain an up-to-date electronic record of inventory held in storage areas and must include 
the following fields: 

e = Item description 

e §=©Quantity 

e §=Quality 

e = Location 

e ~=Unit of issue 

e Unit price 

e = Total price 

e ~=Useful life 

e —_— Deficiencies/issues 


Agencies must maintain a complete copy of the Fiscal Year End Closing reports which shall be stored in an 
organized electronic location and available for review at DCAS discretion. 


2.1.4 Distribution/Transfers 


Agencies must designate one or more distribution area(s) where the following functions are performed: 


e Items shipped to end users; 
e Compliance with requisitions is ensured; and 
e Release documents are prepared. 


Agencies must have a formal written policy for the distribution and release of items. This policy must consider: 
e Workflow for release requests; 
e = Receiving reports and end user receipt; 
e §=Current employee authorization list at end user location to accept delivery; and 
e = Internal quality control policies. 


The distribution function must track the following fields for each delivery or transfer: 
e =|Items requested; 
e Date requested; 
e Date filled; 
e Requestor; 
e = Inspection or review results; 
e Authorized receiver; 
e = Any discrepancies; and 
e Damage as a result of delivery or transfer. 
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Items must be reviewed against requisitions and release requests, both incoming and outgoing. Discrepancies 
shall be documented and tracked for further analysis. 


Items must be inspected, counted, and reviewed at end user location before being transferred into Agency 
inventory. Any documentation relating to the movement of inventory must be updated into a central 
electronic location that is accessible for review. 


2.1.5 Inventory Control Unit 


Agencies must have an operational Inventory Control Unit that must oversee centralized systems related to the 
Inventory Lifecycle. 


Specifically, this unit must: 

e = Verify and authorize orders of items prior to release; 

e Maintain and update a complete set of documents related to the workflow of an item 
from receiving through delivery to end user unit; 

e Maintain complete records on inventory levels which should be reconciled periodically 
with perpetual and physical inventory records; and 

e = Maintain data points for managing Inventory Lifecycle to identify patterns and thresholds 
for escalation or investigation. 


2.1.6 Relinquishment 


Agencies must have a written internal policy for relinquishment that adheres to the DCAS OSA Operating Manual. A 
Salvage Officer shall be designated by the Agency to liaise with DCAS OSA as well as inspect and certify the 
obsolescence of items presented for relinquishment and ensure proper relinquishment. When items have been 
designated for relinquishment the data points listed below must be captured when applicable: 


e §=Item Type 

e §=Condition 

e §=Quantity 

e Method of Relinquishment 


2.2. INSPECTION 


Agencies must adhere to the conditions of the contract and specification when performing inspections of 
inventory. All documents and certifications pertaining to the commodity that are required by the contract and 
specifications must be available for review. Agencies must ensure proper documentation and certifications when 
receiving incoming inventory. Missing documents and certifications required by the contract and specification 
must be obtained by the Agency before acceptance of items into inventory. Any items with defects must be 
documented and reported to the appropriate party. 


Agencies must conduct periodic inspections of inventory to determine the condition of the commodity, and 
whether the inventory has deteriorated or been damaged. 


2.3. SECURITY 


Agencies must have appropriate security measures in place to safeguard inventory and inventory systems at 
all stages of the inventory management process including, but not limited to: 

e = Receiving; 

e =. Storage; 

e —_— Distribution; and 
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e = Relinquishment. 


Measures may vary depending on inventory value, vulnerability and location. A cost-benefit analysis should 
be considered when defining these measures. 


Security measures must address how to mitigate fraud and theft among City employees, private vendors and the 
public. These measures must be documented as part of the internal written policy and should be promulgated to 
staff to deter theft and misuse. This policy should be reviewed annually for effectiveness and updated as needed. 
Agencies will establish and document a threshold for what is to be considered a “significant discrepancy” that 
will require internal investigation and, if necessary, corrective action. 


Inventory security policies should consider: 
e = Identification and location of vulnerable assets 
e = Inventory that needs special security, i.e. weapons, controlled substances etc. 
e Employee access and authorization 
e Physical security of inventory operating and storage areas 


2.3.1 Missing or Potentially Stolen Items 


If in comparing the current inventory results with that of the previous year (or other most recent inventory), it 
appears that an item is missing, the Agency should the following steps: 


e =©Make every effort to locate the item in question; 
e = If the item cannot be located; 

o Notify Agency management; 

o Notify the Department of Investigation (DOI) and DCAS of missing or stolen items considered 
critical Issuances, regardless of value, as well as for items of a total aggregate value of $500 
or more; and 

o Determine if police involvement is required at this time, and, if so, immediately file a report with 
the New York City Police Department (“NYPD”). If it is determined that police involvement is 
not required at this time, document the Agency’s reasoning. 

e = Preserve all records that may assist with law enforcement investigations, including, but not limitedto: 
o Card swipes to the location of item(s); 
o List of those with access or keys to the location; 
o Video surveillance where applicable; and 
o Documentation such as purchase orders, inventory sheets, sign out sheets, etc., whether it’s 
hard copy or electronic form. 
e —_ Ensure that the inventory database reflects the loss 


2.4. VALUATION 


Agencies should have valuation and depreciation guidelines that are re-examined before the close of every fiscal 
year. These guidelines should be based on purchase price and items shall be reevaluated each year to account for 
value and condition. 


When inventory is found to have no further operational value, salvage value must be established as per 
DCAS OSA guidelines (see section 1.1.6). 
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3. REPORTING AND AUDITING REQUIREMENTS 


3.1. REPORTING 


It is a best practice that Agencies should conduct an annual physical inventory count of all items on hand 
and stored within Agency possession. Agencies may conduct additional inventory counts as needed. 
Physical inventory counts must be documented and retained. PDFs or scanned copies of hard copy records 
must be retained as part of the centralized electronic database. 


Agencies must highlight discrepancies on a separate report, as well as outline steps taken to resolve 
these discrepancies for easy identification. The threshold for what qualifies as a significant discrepancy is 
based on individual Agency calculations. 


Additional reports may be requested by DCAS and other Agencies responsible for inventory oversight. 


3.2. AUDITING 


Agencies may be audited against their own documented inventory policy by the Comptroller’s Office or the 
Department of Investigation. 


Corrective Action Plans (“CAPS”), triggered by a discrepancy, audit or security breach, must be developed and 
implemented in a timely manner and a follow up report documenting progress should likewise be documented in 
a timely manner. Audit reports and CAPS follow up must be filed in a central electronic location and accessible 
upon request. 


As a best practice, Agencies’ own internal audit units should review inventory procedures and reports for 
operational effectiveness as well as fraud and or error no less than once every fiscal year. 


To facilitate this effort, DCAS has created a self-evaluation checklist that contains the subjects listed below: 


e Outline all the Agency’s discrepancies. 

e Outline any corrective actions taken as a result of discrepancies. 

e ©Were any staff investigated as a result of a discrepancy? 

e How did the Agency reconcile or resolve discrepancies? 

e = What, if any, discrepancies are still outstanding? 

e Advise DCAS about any system changes that were made over the last year. 

e ~~ Detail when physical inventory checks were performed. 

e = Detail when annual counts were performed. 

e =Report any outstanding issues. 

e Outline your methodology for the information in your report. 

e —_ List all external audits, and subsequent findings, since the last year-end report submitted. 

e —_ List all Agency-wide trainings provided for inventory staff. 

e Describe any circumstances that would affect inventory levels i.e. a snowy winter would need more salt. 

e Has the Agency played a role in responding to citywide emergencies? 

e Did the Agency donate items or dip into regular inventory to respond to any Citywide or national 
emergencies? 

e Has the agency added any new storage areas or other operating areas? 


This self-evaluation is intended to validate compliance with the Agency CIM as well as for the Agency to monitor 
its own progress in resolving discrepancies. 
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The self-evaluation must be completed by the end of fiscal year and submitted to DCAS with all supporting 
documents and should be signed off by Agency executive staff, for example an Executive Director, Assistant 
Commissioner or Deputy Commissioner overseeing facilities, operations, finance or supply chain logistics. 
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APPENDIX: C 


VERSION CONTROL TABLE 


Version Number Author Date Submitted Summary of Changes 
1.01 Isabel Dickstein 8/7/2018, 8:00 pm Initial document draft 
1.02 Lawrence Siegel 10/9/2018, 3:30 pm Formatting, instituted version control table 
1.03 Lawrence Siegel 10/24/2018, 3:30 pm Edits to Auditing section, terminology 
1.04 Lawrence Siegel 1/7/2019, 3:30 pm Formatting, added to definitions, 

incorporated feedback 

1.05 Lawrence Siegel 3/20/2019, 7:30 pm Incorporated feedback from DCAS legal 
1.06 Lawrence Siegel 10/21/2019, 7:30 pm Formatting 
1.07 Lawrence Siegel 02/24/2020, 9:30 am Formatting 
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